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TEAM & ROSTER MANAGEMENT DESKGUIDE
ATAAPS RELEASE 08-1

¢ Team Management is used for:
¢  Creation of new team within Work Center.
Closing a team.
Re-opening a closed Team.
Changing or adding Timekeepers.
Adding existing employees to new or existing team.
Removing existing employees from currently assigned team.
¢ The employees are closed to their existing team when moved to a new team.
¢ The close date is calculated as one day prior to the open date to the new team.
¢ To access Team Management, click the hyperlink under the Administration section.
¢ User must be granted security access by the Database Administrator.

ATAAPS Menu

* & & o o0

Timekeeping Administration Accounting Milities

Lakar Cettification Job Order Inguiries

LaboriLeave Review Personnel Management QP Code Labor interface

Timekeegper Review Roster Managetmant wiork Center Leave Interface

Default Labor Team Management DefaultzF avories Maintenance
Employee Reopen Change LIC - 1SMREA
Database Change Password

¢ To add a new team, click the Add button.

Go to Bottom

Employee information

Logged In &s: ERHART-D1-0v , BARBARA LIC: DEMSC
Team: ORG40 - Fuel Cell Branch-D1 | x| Team |
Work Center: ORG40 - ORGA40 - Fuel Cell Branch-D1 View Closed Teams

Properties  Emplovess  TemeMespers

Team Information

Desacription: IDHCM[I - Fusel Cell Branch-D1

open Date: [1[2] 55,09/1599
Close Date:
Pass To Accounting: F
Live Open Date: [12] gs g/ gag
Live Close Date: [1]
add | save | Retresh |

Goto Top
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Type in the Team Description.

Select the Team Open Date using the calendar icon.

Check Pass to Accounting box ONLY if ATAAPS creates accounting Interface file to your accounting
system.

. Select Live Open Date using the calendar icon.

. This date will be the first day that labor exists to be passed to accounting.

. If no file is to be passed, then do NOT select Live Open Date.

Select associated Work Center from drop down list.

Select Timekeeper.

To select multiple timekeepers (primary and alternates) hold down the control key and then click on
each Timekeeper’s name. Each selection will remain highlighted.

Click Save.

Refer to the Help hyperlink for step by step instructions.

Lopged In As: ERHART-D1-D1, BARBARA LIC: DEMSON

Team Properties

*Description: IHe-giun 3
‘open Date: (1] o7 252004
Pass To Accounting: [

Live Open Date: (2] 5200008
Live Close Date: [1]

“Work Center: |ORG41 - ORG41 - Fuel Cel Disassema-1 =]

“Timekeeper: [CARR.D1-D1, JONATHAN -]
DAMLEY-D1, STAMLEY

FRIER-D1-01 , VWaAYNE
GORMAN-OM -0, LINDA, &
GRILL-D1.01  LESLIEE

* Required Field

Sh".l'tl Cancel |
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¢ To assign employees to a team, select the Team from the drop down (if different from the displayed
Team and then click the Team button.
¢ After desired team is displayed, click the Assign button.

Employee Information

Logged In As: ERHART-D1-0 , BARBARA UIC: DEMSDH
Team: Region 3 | _ﬂ Team 1
Work Center. ORG41 - ORG41 - Fuel Cell Dizassemb-D1 View Closes] Teams

Froperties Employees  Timekeeoers

Assigned Employees
Delete Cmen Dete | Close Date | Mame
Assign I

G0 to Top

¢ Select from drop down the Pay Period that the team assignment will begin if different from current pay
period then click Pay Period button.

Employee Information

Logped In As: ERHART-D1-01, BARSARA UIC: DEMSD
Teorn: Regian 3 Open Dafe: (072552004

Biegin Pay Perd: 2004-Aug-08 -]ﬂﬂ PayPericd |

Asslgned Teams

Aszsion Meme San Team Descriptan Open Date
[T A&502-3 %0265 GLERY ALTCERTOMLY-D =2 03| TEAM VRS - GUERY KT TEAMDN |m:zarz|:m
[T |AAS02.3 X02EE QLERY SUPY ONLY-D1 ke 009 | TEAM VWKICED - QUERY XGQT TEAM-D1 |l]?#EEEIIIE
[T ACAREPORT-0N-D1 LWACCOMP CONCURD =2 001 | TEAM WWHCSEKH CERT RET 00-1-01 |m.a5rz|:m
I_ ACTIWENTRED 04 S0L0O k& {0 0| TEAMDT]-D4 |DE.|'1 272002
[T ADAMS-D1KATLN =t 4414 | Ghiding-Dr1 |mﬂnrzm:
[T ADAMS.CA-D1 BART st # 3004 | TEAMDTA-D1 /0212000

= F T ,.E.di..l.. ..................................... = ﬁééﬁi'.'ﬁéﬁ'kﬁ'bﬁiﬁi ............. —
[T ADAMS.DN-D1 DARRYL =20 2t 3007 | TEAMDT1-DA 010212000
r DA D101 [DONALD ik d4ad | ORGH - Fuel Cell Disassem-D1 |05/09M939
[T ADAKS.LA-D SAMUEL et 2 4104 | ORGAS - Fusl Call Min. O 0812811929
[ ..!-.DDEDt'n TANLALLY w291 | Van's Temgparary Team 05052002
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¢ Assign the employee(s) by clicking in the box next to their name(s).

¢ The web application will NOT perform automatic labor deletions or automatic closures of
defaults/favorites (when the teams are assigned to different work centers) to facilitate employee team
and/or roster assignments. These situations will have to be resolved manually. Therefore, employees
with the following conditions will NOT be valid for selection (will NOT appear on the selection list)
when assigning employees to a team or roster. Reasons for employees not displaying in list are as
follows:
¢ The employee has been closed in Personnel Management.
¢ Employees with a reporting work center that is the same as the work center for the team to which

the employee is being moved.

¢ Employees with team assignment future to the Effective Date of Assignment selected.
¢ Employees with current or future pay period labor.
¢ Employees with defaults or favorites in effect for current or future pay periods.

¢ Click Save.

¢ Note the Roster assignment warning.
¢ If the Certifying Official will change, then the roster assignment must be changed.
¢ This is addressed in the next section.

[T |BROCK-D? PETER w3 521911 ik MWS-D1 Eusmaﬂaﬂg
F  BRCWN-DA-D ANIREA s 0 4404 | ORG4S - Fuel Cel hfgD1 Euarzgnwg
r BROANDA.DI SALLY 442+ 3004 TEAMDT1.D1 §u1 M2/2000
[T |BUBRERORT-D1-DY LYACOMP NOT CONCURD s 00 003 TEAMWHCIBNY UCRT RPT 00-1-D1 Euammu
W .ETLIHﬂIS-D1-D1J{ELL‘r' 441 4444 ORG44 - Fuel Cel ReassemilDl Eu&n:ls.n 89
[T BURRIS-D1-D4 KURT s k3004 TEAMDY1-D1 :EI1 M2r2000

¢ To add another Timekeeper, click assign.
¢ To delete a Timekeeper, click the X under Delete.

Properties  Employees  TimeKeepers

Delete Matme (]l
() |ERHART-D1-D1, BARBARA |DEMSD1

() |KanzaROO-D1, CAPTAN |DBEMSDI

() |MCCRACKEN-DM, MCCOLIS |DBMSD

Assign |

Zoto Top
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¢ To re-open a team, click View Closed Teams link.

Employes Information

Logged In Az ERHART-OM-D , BARSARA LIC: DEMSDN
Team: ORGI0 - Fusl Call Branch-01 | | Team |
Work Certer: ORG4D - ORG40 - Fuel Cell Branch-D1 iew Clozed Teams

¢ Select the desired Team from the drop down

Employes Information

Logged In As: ERHART-CA -0, BARBARA LE: CAMSD
Team: Airforce 1 | x| Team I
‘Work Certer: WWHC30 - AASWHC30 EDUCATIONK R M HKMK-D1 Wiy Open Teams

Properties  Emolovees  TimeMeepers

Deseription: [Arforce 1
open Date: (1] o5 pero001
Close Date: (1] pspar001
Pass To Accounting: [V
Live open Date: [1[Z] o< nezo01

Live Close Date: EE' OSMERDM
Add | Detete | Save | Retresn |

¢ Click the Close Date calendar icon.
¢ Click Clear Date

April 2001 May 2001 June 2001

SUN|MOM TUE WED |THU [FRI|SAT| SUM MON TUE WED THU|FRI SAT SUN MON|TUE WED THU FRI SAT
1 1
8 8

112 |34 |5 |B6B]7T I | 4] 3

g9 [10/11 [12|13|14(|E] 7 1123 |4 ([s|6 |7
15

16 |17 |18 |19 |20 21 || 13 | 14 |15 | 16 [17 |18 | 13 [{10 | 11 |12 |13 [ 14 [15] 16
22| 23 |24 |25 (2 (27|28 ||2D ) 21 |22 |23 |24 |25| 26 (|17 |18 (19|20 |29 |22 23 |
30

29 2?3&293D31-14 25 |25 |27 |28 |20 20

Prew Nexa Clear Date Cancel
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Click Live Close Date.
Clear Date.

Click Live Open date and set to date when team will report live to the accounting system.
Click Save.

Click View Open Team and make employee and timekeeper assignments.

Properies Employees TimeMeepers

Team Information

Pass

Description: |4irforce 1
open Date: [1F] ps508/2001
Close Date: [1Z]

To Accounting: ¥

Live Open Date: [12] garzorz006
Live Cloge Date: [17]

.ﬂ.l:ld[ Delete | SWEI Refresh |

Goto Top
¢ The purpose of Roster Management is to:
¢ Add a new roster.
¢ Re-open a closed roster
¢ Assign employees to a roster.
¢ Assign or change Primary or Alternate Certifiers.
¢ Remove employees from their currently assigned roster.

¢ The employees are closed to their existing roster when moved to a new roster.

¢ The close date is calculated as one day prior to the open date to the new roster.

¢ To access Roster Management, click the hyperlink under the Administration section.
¢ User must be granted security access by the Database Administrator.

ATAAPS Menu

Timekeeping Administration Accounting
Lakwor Cettitication Job Crder
LaborlLeave Review Personnel Management OP Code
Timekeeper Review Roster Managermant wiork Center
Default Labor Team Management

Employee Reopen

Databass

Iilities

Inguiries

Labor kterface

Leave Interface

DefaultzF avories Maintenance
Change LIC - 1SMRDH

Change Pazsword
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To add a new Roster, click the Add button.

E.l;'l-pﬂ.]}me.l.l'iﬂl'l'ﬂ'l.:hll

Logged In As. ERHART-D1-D1, BARBARA LIC: DEMSDN

Roster Propertics

Reports To Payroll: [«

Alternate Certifier:

* Reguirad Field

<>

Save | _cance |

*Description: |Region 3
*open Date: [1E] 7 250004

Live Open Date: EEl 0SME 2004
Live Close Date: EE

*Primary Certifier: | ERHART-D1-01 |, BARBARA

[ L]

CARR-D1-01 |, JAMES
DANLEY-D1, STAMLEY
DNLEY-D2, STAMLEY
ERHART-D1-D1 , BARBARL,

GORMEMN-C =LA, LINDE&, G
GRILL-D1-D1, LESLIE
LARKIN-O1-01, CHARLES
LEMCK-O -D1, PALIL
MEACHAM-D1-D1, VERA,
MOORE-D D1, CARCL

Type in the new roster description

Enter the Open Date using the calendar icon.

¢ This allows employees to be assigned to the roster per the specified date.

¢ This date is restricted to a pay period begin date.

Check the Reports to Payroll box if this roster is to be paid by DCPS.

Enter the Live Open Date using the calendar icon.

¢ This is the first date that the labor will be sent to DCPS for payroll processing.

¢ This date cannot be earlier than the Open Date.

Leave the Close Date blank, unless the roster will be closing, then enter the end date.

Select the Primary Certifier from the drop down list.

Select the Alternate certifier(s).

¢ Primary and Alternate certifiers can NOT be the same person.

¢ To select multiple alternate certifiers hold down the control key and then click on each certifier’s
name. Each selection will remain highlighted.

Click Save.

Refer to the Help hyperlink for step by step instructions.
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¢ Click the Employee hyperlink
¢ Click the Assign button to add employee(s) to the roster.

Employee Information

Lopgged In A= ERHART-DM-Iv BARBARA UIC: DEMSDA

Roster: Region 3 x| Roster |

Wiew Closed Rosters

Properties  Employees  Cedifiers

Assigned Employees
Delete |Open Date | Close Date Name

Assian E

Goto Top

¢ Select the Pay Period begin date from the Drop down list if different than current pay period and click
Pay Period button.
¢ This will be the pay period begin date that employee will be assigned to this roster.
¢ Select employee(s) by placing a check mark in the box next to their name.
¢ Reasons for employees not appearing are the same as Team Selection. Refer back to that section.
¢ Click Save.

Employee Information

Logged n A= ERHART-IM-D1 |, BARBARA UK DEMED1
Roster: Region 3 Opan Date: 072502004

Begin Pay Period 20D4-Aug-08 rﬁﬂﬂ PeyPeriad ]

Azsigned Employees
Meime S50 Roster Descrigtion Open Dete

ASSign
[T |AAS 02-3¥0266 GUERY ALTCERTONLY-D v 1o D03 | A4S ROSTERET 02-3 GUERY-DY |nmarzmz
[T |BAS 023 W0256 GUERY SUIPY OMLY.D1 a2 000 (A4S ROSTERSY 02-3 GUERY.O1 |WEEF2DJI
[T |ACAREPORT-D1-D4 LV&COMP CONCURD s v {101 | AAS ROSTER#S RPT & mutisda-Di |[t]EEEIIIII
[T |ACTIVENTR-CH -0 S0LO 8010 [ROSTROT1 -0 |nﬁn9rz|m
[T |ADAMS.DH KATLIN e 121141 |PE-DA |nsnanm

¢ The Primary certifier has a check mark under Primary.
¢ To change the Primary, click the Assign Primary button.
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Employees  Certifiers

Delete |Primary Mame

nZ

v

ERHART-O -0, BARBARA | DEMSON

@ GORMAM-O L1, LINDA G |DERSD
@ MOORE-C -0 | CARCL CBM=IA
A==ign Primary Aszign Alternate
Goto Top

¢ Select the new Primary and click Save.

*>

Properties  Employees  Cetifiers

Delete |Primary

Matmne

Notice the original primary is now an Alternate.
¢ To delete an alternate, click the X under Delete.

(1]

4

GRILL-C1-01, LESLIE

DBEmM=01

()

ERHART-C -0, BARBARA

DBERSC

()

GORMAR-C -0 | LIMDA, G

DBERSC

()

RCOORE-C -0 | CARGL

DBERSC

Azsign Primary Azsign Alternate

¢ Tore-open a roster, click View Closed Roster link.

Employee Information

Logged in &= BRHART-D-Or, BARBARA  UIC: DBMSDM

Foster; ORGA0 - Fuel Cell Branch-D1 |

¢ Select desired Roster from drop down

El Roster
Wiew Closed Rosiers

10
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Employee Information
Logged In As: ERHART-D1-D1, BARBARA UIC: DEMSDA

Roster: ORG32-D1 | | Roster |

Properies Employeez Cedifiers

Roster Information

Description: |[ORG32-01

open Date: [12] p5pg/19a0

Close Date: [1] g5 0041990
Reports To Payroll: |
Live Open Date: [12]

Live Close Date:
Add | Delete | Save | Refresh |

¢ Click on the Close Date Calendar icon.
¢ Then click Clear Date.

ATAAPS Calendar

April 1939 May 1993 June 1999
SUN [MON | TUE WED THU|FRI SAT| SUN MON TUE WED THU FRI'SAT |SUN MON TUE WED THU FRI SAT
1[2]3 || 10 | 1|2 |3]a]s
4|s|s|7|e|sfwoff2]3|a|s|e|7]e|[a|7 [e]s [10[n]2
11 |12 (13|14 |15 [16{17 |[ 9 | 10 [11 [12 [13 |14 15 |[12 [ 14 |1
18 [ 19 [20 [ 21 [22 [23[2¢ ]| 18 | 17 [18[ 19 [20 |2 [ 2]
25| 25 |27 |28 | 28 |30 23| 24 (25|26 |27 |28 29 |
o o

Prev Mext Clesr Date Cancel

S |16 |17 (18
21 |22 (23 | M |25
i

-

B |z

S 5]

¢ Click Save.

Click View Open Rosters.

¢ Check box for Reports to Payroll, if labor should be on SDA to DCPS.
¢ If checked, set Live Open Date using the calendar icon.

¢ Make employee and Certifier assignments.

<>
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Propertiez  Employess Cerifiers

Roster Information

Deseription: [ORG32-01

open Date: (2] p5 091 2an
Close Dute: 1]
Reports To Payroll: [
Live Open Date: [17]
Live Close Date:
Add | Delete | Save | Refresh |

Goto Ton
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